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POLICY STATEMENT 
 
 
 

Subject:   RETENTION OF UNIVERSITY RECORDS 

 
Date:  May 17, 2010 Distribution Code: A Reference Number: 
 
Revision Date: April 20, 2011  
 
Addition  _X__ Originating Office:  Open Records �3�U�H�V�L�G�H�Q�W�·�V���$�S�S�U�R�Y�D�O 
Deletion  ____ 
New Item ____ 
 

PURPOSE: 

The university is committed to effective records retention to preserve its history, meet legal 
standards, optimize the use of space, minimize the cost of record retention, and ensure that 
outdated and useless records are destroyed.  

SCOPE: 
 
The University Policy for the Retention of Records is applicable to all departmental offices 
and other offices of the University and the university records (see the "Definitions" Section of 
this document) created, maintained and disposed of by those offices. 
 
OBJECTIVE: 
 
Indiana University of Pennsylvania requires consistent treatment of records. Maintenance, 
retention, and disposal procedures for university records (see the "Definitions" Section of this 
document) must be followed systematically by staff in designated official repositories.  

In addition, duplicate or multiple copies of these records, retained in locations other than 
official repositories (see the �´�'�H�I�L�Q�L�W�L�R�Q�V�µ��Section of this document), must also be disposed 
of when they are outdated and no longer useful. 
 

This policy is intended to ensure that the university:  

- meets legal standards;  

- optimizes the use of space;  

- minimizes the cost of record retention;  

- preserves the history of the university;  

- destroys outdated and useless records.  
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POLICY: 
 
Indiana University of Pennsylvania requires that different types of records be retained for 
specific periods of time, and has designated official repositories for their maintenance. These 
records must be managed according to procedures that are outlined in this document.  

 
DEFINITIONS: 
 
These definitions apply to these terms as they are used in this policy:  

Active Record  A record with current administrative use for the 
department that generated it. Records remain 
active for varying numbers of years, depending on 
the purpose for which they were created.  

Archival Record  A record that is inactive; not required to be retained 
in the office in which it originated or was received; 
and has permanent or historic value.  
Archival records are retained and preserved 
indefinitely in the University Archives.  

E-Mail Record An e-mail record with current administrative, legal or 
fiscal value.  Records remain active for varying 
numbers of years, depending on the purpose for 
which they were created.  Records remain active for 
varying numbers of years, depending on the 
purpose for which they were created. 

E-Mail Non-Record Communications that serve no administrative, legal 
or fiscal purpose to the University.  It contains 
information that is personal, chit-chat, information 
only or will be maintained by a separate department 
for operational, fiscal or legal purposes.  E-mail non-
records are to be disposed of immediately. 

E-Mail Transitory Record A Transitory e-mail record has short term 
administrative, legal or fiscal value once the 
administrative, legal or fiscal use has expired, has 
little or no documentary or evidential value or is 
useful for a short period of time to ensure that a task 
is complete or prepare a final product.  A transitory 
e-mail record should be disposed of as soon as it is 
no longer needed for evaluation or discussion 
toward a final product. 

 
 
 
DEFINITIONS (Continued): 
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Repositories and Retention Periods for Undergraduate, Graduate, Professional, Continuing 
Education and Summer Session, Extramural and Special Programs Student-Related 
Academic Records  

 
TYPE OF RECORD  OFFICIAL REPOSITORY  DURATION  

Academic, Student 

Academic Actions, (Dismissal, 
etc.)  

Office of the Registrar  5 years from date of last 
attendance  

Academic Integrity Code 
Violations  

Center for Student 
Life  

Minimally 7 years from the 
ending date of the last 
sanction imposed.  

Academic Records  Office of the Registrar Permanent  

Advance Placement Office of the Registrar 5 years from date of last 
attendance 

Application for Graduation Office of the Registrar 5 years from date of last 
attendance 

Applications for Readmit Office of the Registrar 
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Repositories and Retention Periods for Undergraduate, Graduate, Professional, Continuing 
Education and Summer Session, Extramural and Special Programs Student-Related 
Academic Records  

 
TYPE OF RECORD  OFFICIAL REPOSITORY  DURATION  

Academic, Student 

FFEL Loans, Borrowers Eligibility 
and Participation 

Financial Aid Office 3 Years after end of 
award 

FFEL Loans All Other 
Documents 

 Office of the Bursar 3 Years after end of 
award 

Grade Reports Office of the Registrar 1 Year from date of 
document 

Graduation Authorizations Office of the Registrar 5 years from date of 
last attendance 

Graduation Lists  Office of the Registrar Permanent  

Greek Chapter Grade Reports Center for Student Life Indefinite (The 
timeframe is 
negotiable, due to no 
apparent formal/legal 
standard) 

Hold or Encumbrance 
Authorizations  

Office of the Registrar Until Lifted 

International Student Forms Office of the Registrar 5 years from date of 
last attendance 

Medical Records �² Health 
Center Services for Regulatory 
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Repositories and Retention Periods for Undergraduate, Graduate, Professional, Continuing 
Education and Summer Session, Extramural and Special Programs Student-Related 
Academic Records  

 
TYPE OF RECORD  OFFICIAL REPOSITORY  DURATION  

Academic, Student 
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Repositories and Retention Periods for Undergraduate, Graduate, Professional, Continuing 
Education and Summer Session, Extramural and Special Programs Student-Related 
Academic Records  

 
TYPE OF RECORD  OFFICIAL REPOSITORY  DURATION  

Academic, Student 

Student-Athlete Certification of 
Amateurism 

Intercollegiate 
Athletics 

6 years from date of 
document 

Student-Athlete Certification of 
Compliance for Institutions Form 

Intercollegiate 
Athletics 

6 years from date of 
document 

Certification of Compliance for 
Staff Members of Athletics 
Departments 

Intercollegiate 
Athletics 

6 years from date of 
document 

Student-Athlete Statement Intercollegiate 
Athletics 

6 years from date of 
document 

Student-Athlete Drug-Testing 
Consent Form 

Intercollegiate 
Athletics 

6 years from date of 
document 

Student-Athlete  General 
Amateurism and Eligibility Form for 
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Repositories and Retention Periods for Undergraduate, Graduate, Professional, Continuing 
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Repositories and Retention Periods for Undergraduate, Graduate, Professional, Continuing 
Education and Summer Session, Extramural and Special Programs Student-Related 
Academic Records  

 
TYPE OF RECORD  OFFICIAL REPOSITORY  DURATION  

Academic, Student 
Admissions for Applicants Who Do Not Enroll, Whether Accepted or Rejected 

Advanced Placement Records, 
Applications for Admission or 
Readmission, Correspondence 
that is relevant, Entrance Exam 
Reports (ACT, CEEB, et. al.), 
Residency Classification Forms, 
Letters of Recommendation, 
Transcripts �³ High School and 
Other College  
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Repositories and Retention Periods for Non-Student-Related Records  

 

TYPE OF RECORD  OFFICIAL 
REPOSITORY  

DURATION  

Affirmative Action / Equal Opportunity 
Non-Academic Search Materials 
and Documents Supporting Hiring 
Selection Decisions  

See Office of Human 
Resources  

3 years from date of 
appointment  

Sexual Harassment Complaints, 
Investigations, and Findings  

Office of Workforce 
Diversity, Equity and 
Life Quality  

No Cause Findings, 3 
years from 
determination  
Cause Findings, 
Permanent 
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Repositories and Retention Periods for Non-Student-Related Records  
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Repositories and Retention Periods for Non-Student-Related Records  

 

TYPE OF RECORD  OFFICIAL 
REPOSITORY  

DURATION  

 
Environmental Health and Safety 

Radioactive Materials License 
and Safety Committee Records  

Academic Department 
/ Physics 

Permanent  

Radioactive Material Receiving 
and Inventory Records  

Academic Department 
/ Physics 

3 Years  

Asbestos Reports Environmental Health 
& Safety 

30 Years 

Material Safety Data Sheets Environmental Health 
& Safety 

30 Years 

Accident / Injury Reports Environmental Health 
& Safety 

7 Years Student & 10 
Years Staff 

State Vehicle Incidents Automotive 
Department 

5 Years 

Hazardous Materials 
Ordered/Received 

Academic Department 
/ Chemistry 

3 Years 

 
Human Resources 

Annual Conflict of Interest 
Disclosure Statements 

Office of Human 
Resources 

3 Years 

Criminal Background 
Investigation 

Office of Human 
Resources 

Until Permanent 
separation, then 
destroy 

Employee Personnel Files 
(including application, resume or 
vita, appointment letters, 
tenure/ promotion letters)  

Office of Human 
Resources  

Upon separation, sent 
to State Records 
Center, kept until 
former employee 
reaches 72 years of 
age, then destroyed  

 
 
RESPONSIBILITIES (Continued): 

Table 2 
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Repositories and Retention Periods for Non-Student-Related Records  

 

TYPE OF RECORD  OFFICIAL 
REPOSITORY  

DURATION  

 
Human Resources 

Grievances Office of Human 
Resources 

Arbitrated �² 
permanent 
Settled locally- 
permanent 
No Findings �² 5 Years 

Individual Contracts of 
Employment  

Office of Human 
Resources  

Official personnel file - 
permanent  

I�²9 Forms (Faculty and Staff)  Office of Human 
Resources  

Official personnel file - 
permanent 
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Table 2 

 
Repositories and Retention Periods for Non-Student-Related Records  

 

TYPE OF RECORD  OFFICIAL 
REPOSITORY  

DURATION  

 
Risk Management 

Certificates of Insurance, 
Indemnification Agreements, Hold 
Harmless Agreements, Contracts  

Purchasing Office   6 years after 
expiration  

Insurance Policies (Liability, 
Property, and Other Policies)  

Purchasing Office  Permanent  

Incident Reports, Accident 
Reports  

Purchasing Office  4 years after report 
date  
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Repositories and Retention Periods for Non-Student-Related Records  

 

TYPE OF RECORD  OFFICIAL 
REPOSITORY  

DURATION  

 
Payroll 

Supplemental Payment 
Documentation (Shift Differential, 
Overtime, APSCUF Article 
Payments) 

Payroll Services 2 Years 

 
Pension 

Employee Service Records 
(maintained for Alternative 
Retirement Plans only) 

Office of Human 
Resources  

6 years after death of 
eligible employee and 
beneficiary  

Pension Plans and All Attached 
Amendments  

Office of Human 
Resources  

Permanent  

 
Planning and Budget 

Plans and Projections Office of Finance and 
Administration  

5 years 

 
Procurement 

Purchase Orders, Contracts, and 
Agreements such as Letters and 
Memorandums of Understanding 

Procurement 
Department  

4 years from the 
expiration date of the 
contract 

Successful Bidder Request for 
Proposal Information 

Procurement 
Department 

4 years from the 
expiration date of the 
contract (kept with 
contract) 

Unsuccessful Bidder Request for 
Proposal Information 

Procurement 
Department 

6 months 

 
 
RESPONSIBILITIES (Continued): 

Table 2 
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Repositories and Retention Periods for Non-Student-Related Records  

 

TYPE OF RECORD  OFFICIAL 
REPOSITORY  

DURATION  

 
Public Safety / Police 
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Repositories and Retention Periods for Non-Student-Related Records  

 

TYPE OF RECORD  OFFICIAL 
REPOSITORY  

DURATION  

 
Sponsored Projects Contracts, Grants 

Animal Welfare Records  Center for Research 
Animal Resources  

3 years or Contract 
Period  

Grant and Contract Applications, 
Proposals, and Supporting 
Documentation  

Office of Sponsored 
Programs  

3 years from last date 
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Repositories and Retention Periods for Non-Student-Related Records  

 

TYPE OF RECORD  OFFICIAL 
REPOSITORY  

DURATION  

 
Tax 

Payroll Tax Returns (W-2, Social Security, 
Unemployment Tax)  

See Payroll Section  

Sales Tax Returns  Financial Operations 7 Years 

 
PROCEDURES: 
 
Responsibilities for 
Managing Official 
University Records  
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understanding of this policy and implementation of these 
responsibilities.  

 
Preserving or 
Disposing of 
Official University 
Records  

When the prescribed retention period (see Tables I and II, which follow) 
for official university records has passed, a determination of whether 
to preserve or dispose of the documents must be made. To decide if 
the record is of historic value to the university, consult the University 
Archivist (see the �´�'�H�I�L�Q�L�W�L�R�Q�V�µ��Section of this document) who has the 
authority to designate which records are archival.  

 
�� Option A  Archival Records  

If you have determined that the records are archival, they may be 
�W�U�D�Q�V�I�H�U�U�H�G���W�R���8�Q�L�Y�H�U�V�L�W�\���$�U�F�K�L�Y�H�V�����V�H�H���W�K�H���´�'�H�I�L�Q�L�W�L�R�Q�V�µ���6�H�F�W�L�R�Q��
of this document). Call the University Records Manager to:  

1. Review records to be sent to University Archives.  

2. Request archival boxes (1 full file drawer=2 boxes).  

3. Request a transfer from department to Archived Records.  

�x Physical Records �² Enter a work order to have the 
documents transferred by Grounds. 

�x Electronic Records �² Contact the IT Department. 
 

�� Option B Non-archival Records  

If you have determined that it is appropriate to dispose of the 
records, destroy them in one of the following ways:  

1. Recycle non�²confidential paper records.  
2. Shred or otherwise render unreadable confidential records.  
3. Erase or destroy electronically stored data with the exception 

of records which are logged as part of the institutions record 
imaging systems.  

 
�� Option C Imaged Records  

Federal guidelines indicate that imaged records remain part of 
the permanent record. 
 

Caution:  Periodically review records generated and maintained in university information 
systems or equipment (including mainframe, mini, and micro computing/storage systems) to 
ensure that these requirements are met.  

PROCEDURES (Continued): 





30 
 

  Code Description 
 
  A All Employees 
  B All Budget Coordinators 
  C All Non-instructional 

Employees 
  D Department Chairpersons 
  E All Managers 
  F All Faculty 
  G Senior Policy Executives 

(Deans & Vice Provost 
Admin & Tech) 

  H �3�U�H�V�L�G�H�Q�W�¶�V���&�D�E�L�Q�H�W 
  I �9�L�F�H���3�U�H�V�L�G�H�Q�W�V�����3�U�H�V�L�G�H�Q�W�¶�V��

Executive Council) 
 


